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. POLICY:

It isthe policy of the Department of Corrections to establish aField Training Officer and Evauation
Program for newly assigned Correctiona Officers, Drill Ingtructors, and Parole and Probation Officers.
This program isto be used for the mentoring of new officers and to provide specific training on the
skills and abilities required of new officers,

IMPLEMENTATION:
This policy was implemented on the effective date.

AUTHORITY:
2-15-112, MCA. Duties and Powers of Department Heads
53-1-203, MCA. Powers and Duties of Department of Corrections

. DEFINITIONS:

Curriculum means the program's training program consisting of a progressive sequence of job-related
knowledge, skills and ahilities (herein referred to as KSA's) that dl officers must possessin order to
effectively and safely carry out their duties. Phase training implements a gradua introduction of trainees

into a structured sequence of increasingly more complex training concepts and issues.

Extended Training meanstraining beyond the established time periods.
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Field Training Officer (FTO) means an officer selected to provide individua on the job training (OJT)

to train and evaluate competencies.

ETEP means Field Training and Evauation Program that cons st of the KSA's necessary for al officers
in the performance of their duties. The FTEP pays specid congderation to those human factors that are
unique to the correction's scope. The FTEP is designed to follow the basic training at MLEA. The
Warder/Divison Administrator may grant exceptions to this process.

FTO Coordinator means the individua assgned to manage the FTO program for the

fadility/divison/region.

FTOP means Fidd Officer Training Program. The program's primary purposeis for new officers, but it
may be used by the existing aff to improve performance.

M entoring means addressing the persona sde of the new officer's position, such as; family concerns,
safety concerns, new employee anxiety.

Officer means Correctional Officer, Drill Ingtructor or Probation and Parole Officer.

Pr obation means theinitia probationary period for dl new hires. Under certain conditions the
Warden/Divison Administrator may extend the probationary period.

Trainee Task means a checklist that will be used to track and document the development of the
tranee. Each fadility/region will develop a checklist unique to their facility/region.
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V. PROCEDURES:
A. Sdectionof FTO's.
1. Qudificaions:
Field Training Officers will be sdected based on job performance and potentid for

supervison. Appointees will have more than two years, but less than five years experience.
Exception to the five-year provison must be based on alack of gpplicants, or an outstanding
performance on the part of the gpplicant.

2. Sdection Procedure:
The Warder/Divison Administrator will gppoint the FTO's for aterm not to exceed four

years.
a  Sdection of FTO'swill be made based upon:
i.  jobperformance
ii.  gppearance and conduct on and off the job
iii.  supervisory recommendation
iv. interview (behaviora based preferred)

v.  apolicy scenario/performance based written examination
Prior to selecting an FTO the WarderVDivison Adminigtrator will submit the names of
potential nominees to the Human Resources Bureau. This bureau will review the applicants

and provide a recommendation to the WarderVDivison Administrator.

3. Traning of the FTO's

a.  All FTOswill betrained prior to serving in the role of an FTO.

b. The Policy/Staff Development Bureau will conduct the FTO training annudly or as
needed. Thetraining will cons of:
I. persondity type indicator;
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ii.  adultlearning theory;

iii.  evauation techniques,

iv. ethica practices,

v.  dtuationd leadership;

vi.  conflict resolution;

vii.  ligbility isues

viil.  interpersond communications,

ix.  policy and best corrections practices, and

X.  employee performance evauations,

4. FETO/OJT Program:
All newly employed officers must be assigned to an FTO. The FTO will:

a  Make contact with the newly assgned employee prior to their firg shift.
b. Accompany the new employee on the new employegsfirgt shift.
c. Introduce the new employee to the immediate chain of command personndl.

d. Actasamentor to the new officer.

FTO's may aso be assigned to current employees to enhance their performance.

The FTO Program will consst of four phases.

a. Phasel isanintroductory period. During phase I, trainees are introduced to the
fadility/region office. They participate in generd orientation, review basic officer
practices, and are gradually introduced to new KSA's and tasks. This phase covers
officer safety and isintended to reduce the liability to the Department and trainee. Itis
preferred that new officers attend MLEA prior to participating in Phasel.

b. Phasell ismore complex than Phase |, and is the time during which trainees shed their

unfamiliarity with their new roles.
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Phase [11 isthe practica gpplication portion of the OJT/FTEP. The FTO will monitor
the progress of the trainee through the regular chain of command. The FTO isavailable
to the trainee for advice and counsding.

Phase |V isthe last phase of formd training. Phase 1V is characterized by advanced
training and the polishing of KSA's learned in earlier phases. In the last two days of
Phase IV, the trainee will have their find evaugtion unless the Warder/Divison
Adminigrator grants an extension of the probation period beyond Phase 1V.

It isanticipated thet al phases will be completed within Sx months from the date of hire,
unless the Warder/Divison Adminigirator grants an extension of the probation period.

5. Assgnment of FTO's

An FTO will be assgned to each trainee for each of the phases. Facilities with enough

FTO'smay dect to change an FTO during the different phases. The trainee, the FTO, or the

FTO Coordinator may initiate a request for the change of an FTO.

The FTO assgnment may be consdered a vehicle for promotiona opportunity.

6. Qudity Assurance

Each fadility will establish aquality assurance program. At aminimum, the program will

address the following:
a. qudity of thetraning maerids,
b. qudity of indruction;
C. qudity of trainees, and
d. FTO performance.
VI. CLOSING:

Questions concerning this policy should be directed to the Department Human Resources Bureau.



